PART | DEPARTMENT OF PERSONNEL SERVI CES 10. 658
STATE OF HAWAI |

Cl ass Specifications
for the d ass:

PRI NT SHOP SUPERVI SOR ||

Duti es Summary:

Supervi ses, through subordinate forenen, the printing shop in
a correctional industries program and perforns other duties as
required.

Di stingui shing Characteristics:

A position in this class is responsible for the operation of
a printing shop on a self-supporting basis which requires
appropriate quality control and econony of operations. The work
i ncl udes pl anning and organi zi ng operations, and directing work
activities through subordinate inmate and cl assified service
supervisors. It also includes responsibility for all equipnent,
supplies, materials and i nmate personnel used in the shop.

Wrk is performed within the framework of correctiona
i ndustries policies, and includes the guidance and instruction of
inmates in providing training. Supervision received is general
adm nistrative

Exanpl es of Duti es:

Provi des cost estimtes on jobs and nmakes out job orders;
prepares production requests and layouts to conformto
speci fications and press requirenents and to nmaintain controls;
assigns, directs and reviews work in progress to nmaintain quality
control, and production and tinme schedul es; provides on-the-job
training in the operation of nultilith and platen presses,
collating, cutting, drilling, folding, perforating, plate making
and ot her machines; instructs subordinates in printing techniques
and technical information; reviews material and edits proof copy;
orders supplies and maintains inventory controls on al
materials, tools and equi pnent; establishes and enforces safety
rul es; reviews and inproves nethods and procedures; maintains
operational records including residents' work hours; eval uates
wor k performance of residents and nmakes reports; may acconpany
and supervise residents in pickup and delivery work; may restrain
residents, and participate in escape hunts; solicits and
encourages State and city agencies to utilize print shop services
in printing fornms, envel opes, publications, |abels, charts,
brochures, certificates, business cards, tickets, etc.
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Know edge and Abilities Required:

Knowl edge of: Methods, materials, equipnment and tools used
in printing shop work including estimting, plate making, color
processi ng, photo engraving and |ithography; sinple
recordkeepi ng; principles and practices of supervision,
principles and practices of shop safety.

Ability to: Plan, organize and direct the operation of a
print shop; instruct inmates in the proper use of printing shop
equi pnent and ot her aspects of printing trade; give and receive
both oral and witten instructions; maintain operational records
and prepare reports on production, residents' tinme, inventory,
etc.

This is the first specification for the new class PRI NT SHOP
FOREMAN |1 which replaces the old class PRI NT SHOP FOREMAN 11,
Code No. 10.657, which was approved on March 5, 1970.

APPROVED: 1/5/73 s/ Davi d Luke
- (for) JAVES H  TAKUSHI
Di rector of Personnel Services

Note: Cass title changed to PRI NT SHOP SUPERVI SOR |



